State of California

DEPARTMENT OF WATER RESOURCES California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Student Assistant 0550-4870-900 50042876 1
APPOINTEE SAP PERSONNEL NO. DIVISION/SECTION
Vacant DTS/ Customer Services Branch/Client Support
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
E
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[J Supervisory [ Lead Person Randy Kataoka Data Processing Manager Il
APPROVED BY (Personnel Analyst's Name) DATE
Amanda Jack 1/29/10
Pe_rl_(i:;enrg of Activity
POSITION SUMMARY
Under close supervision of the Data Processing Manager Il, and in a trainee capacity, the Student
Assistant assists LAN administration staff with the installation and support of computer hardware
and software.
ESSENTIAL FUNCTIONS
This position requires the incumbent to work cooperatively with others; maintain consistent,
regular, and predictable attendance; balance concurrent assignments; complete assigned projects
and tasks as directed.
SPECIFIC DUTIES
60% Assist LAN administration staff with the installation and support of computer hardware and
software.
Assist in the preparation of reports and documents pertaining to the IT systems and processes and
25% computing resources. Assists in the maintenance of system and process documentation; including
policies and procedures.
Conduct research into emerging hardware, software, and network technologies and offerings;
15% prepare and present findings as directed.
SPECIAL REQUIREMENTS
Occasionally moves equipment either solely (25 Ibs. max) or with another person (100 Ibs. max) and
may also be required to open equipment and replace parts as needed. May be required to visit
remote field divisions and district offices.
SUPERVISOR’S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR'’S NAME (Print) SUPERVISOR’S SIGNATURE DATE
Randy Kataoka >
EMPLOYEE'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
Vacant >
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	activity: POSITION SUMMARY
Under close supervision of the Data Processing Manager II, and in a trainee capacity, the Student Assistant assists LAN administration staff with the installation and support of computer hardware and software.

ESSENTIAL FUNCTIONS
This position requires the incumbent to work cooperatively with others; maintain consistent, regular, and predictable attendance; balance concurrent assignments; complete assigned projects and tasks as directed.  

SPECIFIC DUTIES
Assist LAN administration staff with the installation and support of computer hardware and software.

Assist in the preparation of reports and documents pertaining to the IT systems and processes and computing resources. Assists in the maintenance of system and process documentation; including policies and procedures.

Conduct research into emerging hardware, software, and network technologies and offerings; prepare and present findings as directed.

SPECIAL REQUIREMENTS
Occasionally moves equipment either solely (25 lbs. max) or with another person (100 lbs. max) and may also be required to open equipment and replace parts as needed.  May be required to visit remote field divisions and district offices.  
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